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SECRETARY TO THE POLI CE CHI EF

(Competitive Class)

GENERAL STATEMENT OF DUTI ES

This is very responsible clerical and stenographic work in
assisting the chief of police by relieving himof routine office
duties. The enployee of this class conposes and types routine
correspondence, types nenos, fornms and reports, and maintains
all office files. The work involves planning and carryi ng out
wor k assi gnments wi th consi derabl e i ndependence within the rul es
and regul ations of the departnment. The secretary to the chief
is responsible directly to the chief of police who reviews
hi s/ her work through observation and evaluation of results
obt ai ned.

EXAMPLES OF WORK
Exanples listed beloware illustrative only and are not i ntended
to be inclusive or exclusive.

Takes and transcri bes dictati on.

Types from rough draft, dictating machi ne, and other sources
| etters, nmenoranda, forns and other material.

Acts as clerical assistant to the chief, conposing inportant
correspondence to relieve the chief of clerical detail and m nor
adm ni strative matters.

Rel ays orders and instructions fromthe chief.

Reads reports and summari zes information to facilitate revi ew by
the chief.

Exam nes, checks, and verifies reports for conpleteness and
accuracy of conputations; determ nes conformty to established
requi renents and personally follows up discrepanci es.

Keeps records, makes reports, and prepares other witten
documents, such as traffic summaries, uniform crime reports,
etc.

Answers the telephone in the <chief's office, dispenses
information to callers in accordance with policy, and refers
callers to the chief or to officers of other divisions.

Acts as receptionist for the chief and other designated
of ficers.

Routes incomng mail and correspondence not requiring a
superior's attention.
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Makes appoi ntments for the chief and other designated officers;
keeps records of such appoint nents.

Recei ves conplaints and requests for information; replies to
such requests by phone or letter.

Gathers source material for the preparation of reports,
articles, and speeches; assists in the witing and editing of
such.

Types index cards on all individual arrests and maintains files
on all arrests.

G ves information to governnent and other [|aw enforcenment
agenci es.

Operates radi o, when necessary.

Prepares purchase requisitions and makes purchases according to
departnmental policy.

Mai ntains office files as required or directed.

Recei ves and secures all confiscated contraband and sends off
for anal ysis.

Perforns rel ated duties as assigned or required.

QUALI FI CATI ON REQUI REMENTS

Must have conpl eted a high school education or possess a valid
certificate of equivalency issued by a state departnent of
educati on.

Must neet all other requirenents of R S. 33:2553.
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